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1.

General Instructions

IT goods and services as related to these instructions are defined by the list
provided at the following site:

http://www.vita.virginia.gov/uploadedFiles/SCM/IT Goods Services revised051
1.pdf

In-scope goods and services are those identified in the above list by a “Y” in the “In-
scope To VITA” column. Items with an “N” in the column are defined as out-of-
scope.

To view VITA Hardware Standards go to the following site:
VITA: VITA Services Overview

Click on the hardware or services you are interested in.

Orders for In-Scope IT Goods and Services: For In-Scope goods and services,
agency delegated procurement authority is 0. All orders for in-scope IT goods and
services must be routed to VITA for review and approval. This is accomplished by
selecting the appropriate eVA “VR1” PO Category when entering the order.

The eVA order will be created as a non-catalog order.
The Vendor selected will be Virginia Information Technologies Agency
The order dollar value will be 0.
When the request is received at VITA, it will be reviewed and priced. The price
seen by the agency AITR in their approval action will be the actual incremental
additional monthly billing to the agency by VITA.
¢ In the description field enter the specifications of the product or service required.
If there is a desired vendor, model, etc., provide that information in the
description or comments. If there are lengthy specifications, these should be
provided by attachment to the eVA requisition.
e Enter your agency Bill To address.
The use of Pcards is not authorized for VITA IT eVA orders.
Avoid the use of Lot for Unit of Measure because of problems in receiving
incremental shipments.
eVa receiving must be completed for all in-scope orders.
e The Agency AITR must approve all IT in-scope orders in eVA. Instructions on
approval are provided on page 6 of this document.

Orders for out-of-scope IT Goods and Services: Agencies have been delegated
procurement authority for out-of-scope IT goods and services up to $100,000 and can
order these goods and services without routing the requisition to VITA. VITA retains
procurement authority for out-of-scope goods and services greater than $100,000.
The below rules apply to out-of-scope purchases of IT goods and services:

Out-of-scope orders less than $100,000 (Do not route to VITA):


http://www.vita.virginia.gov/uploadedFiles/SCM/IT_Goods_Services_revised0511.pdf
http://www.vita.virginia.gov/uploadedFiles/SCM/IT_Goods_Services_revised0511.pdf
http://www.vita.virginia.gov/services

Enter the appropriate standard PO category (Not “VR1” category)
Appropriate use of agency purchasing cards is authorized.

Enter the actual supplier as the VVendor.

Enter the agency Bill To address.

Enter the actual order dollar value.

Enter specifications of the product or service required in the description field.

Out-of-scope orders over $100,000 (All must be routed to VITA):

e Pcards are not authorized for these orders.
e Use the “VR1” PO category for each of the situations outlined below.
1. Non-contract out-of-scope orders over $100,000 (Procurement to
be conducted by VITA):
e Enter the “VR1” PO category.
Enter Virginia Information Technologies Agency as the vendor.
Enter the requesting agency “Bill To”” address.
Enter the estimated dollar value of the requirement.
Attach specifications for the goods or services requested.
e Attach any available vendor quote.
2. VITA delegation of one time authority over $100,000 to the
agency:
o Agency conducts procurement through the IFB/RFP process.
o Award contract.
o Create eVA requisition to the successful vendor.
o Enter the “VR1” PO category to route the requisition to VITA for
review.
o Enter the agency “Bill To.”
o Attach a copy of the awarded contract.
3. Out-of-scope orders from an existing contract:
e Enter the “VR1” PO category.
o Enter the actual supplier as the vendor.
e Enter contract number in the contract number field.
e Enter the agency “Bill To.”
4. Out-of-scope sole source orders:
e Enter the “VR1” PO category.
o Enter the actual supplier as the vendor.
e Enter the agency “Bill To.”
e Attach the approved sole source document.

2. Receiving Orders: Receiving of orders for in-scope IT goods and services is not for
the purpose of paying a vendor directly for the service, instead, the receipt is for the
purpose of confirming that the requested service has been received.

In addition, the notification of a need to receive will not occur in the standard fashion.
The service requested will be delivered by VITA’s partner, Northrop Grumman (NG),
based on a delivery ticket. This ticket will reference the original agency Purchase
Order (PO) number and request this person pass the information to the receiver to
complete the eVA receiving.



Receiving for all in-scope infrastructure goods and services orders must be
accomplished in eVA.

When an order reaches the Ordered status, a receiving document is created and
placed in the eVA receiving in-box of the person designated to do the receiving.
Once the item is received and accepted, eVA receiving should be accomplished
by the designated person.



Approval Process:

e To login go to www.eva.virginia.gov
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Enter your assigned user name and password.

If you forget your password or block your account, click on the Password Problems
link below the Buyer Login block and follow the instructions to re-set your password.
You will receive an email with a new password.


http://www.eva.virginia.gov/
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Welcome Edwards, Tammy (E136VITA) February 2, 2011 - 2:45 PM
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NEW PunchOQut Catalog! VISION BUSINESS PRODUCTS

Vision Business Products, IT products, computers and accessories and supplies, etc., has implemented a new punchout

catalog. To access, on the Add tems screen of your requisition select the PunchOut Catalogs category. Perform a Keywords

search for vision punchout

BARNES & NOBLE Punchout Catalog Unavailable
The Bamnes & Noble Punchout Catalog is currently unavailable. We will announce when the issues are oo
resolved
NIGP C dity Codes:Retired/Deleted & Repl

The upgrade to the eVA NIGP and UNSPSC codes is still on track for the end of February!

To help everyone with the changes. please find below a link to the list of MIGP v11 codes that are being retired/deleted &

their v20 NIGP replacement codes. More Alerts
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¢ Inthis instance there is only one requisition for approval as shown under the To Do
heading.
e Click the Approve button to open the approval in box.

File  Edt wiew Favorites T | Address [@] hetps:i/buys-wwn-14.buysensc> | [ed G0 | Links
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Preferences Toggle Tips Toggle Currency

I cpmreue Approve Requests
Approve Reguests 1
¥ou are included in the approval flow for these requests, and vou are required to approve or deny thermn. To review a summary of 5
watch Reguests o request before taking action, click the request's ID or title

How To Screen Details

“vou ha e awaiting your approval.

M Tyee B Reguester Status Title Total
r Ezzﬁzrwr“ Submitted Larry's Training Material Test $6,885.00000USD

Taan
—]

Mghoes to Folder: [Arohive Trams =]

Henderson, Renita last visit 272572005 2:51 PM. evA Noded 19956 — 2003 Ariba Inc.
& T el - == —

e The requisition could be approved from here. However, this should not be done since
the requisition detail has not been reviewed. All details of the requisition should be
reviewed prior to approval.

e Click on the PR number to open the requisition for review.



= Approve Approval Summary

Review the request and then approve, deny, ar edit it. To view request details, click the request 10, To review ather pending requests,
solact & spacifie request frarm the pUll-down Tist, or click an arrow to display the Previous or ne=t Fequest

each $2,295.00000USC  $8,585.00000US0

Dell Natebaak for Directar

[approval Flow

LomomeEl = rending B Active B Approved Bl cenied [ watcher |
Fenita (A28 UITa-Tach) [ Aaza-mso viewer | A ZA-ATTR ALBE-SCM Approver
= [ 1 (0
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e At this screen you can review each line item on the requisition.
¢ Inaddition, you are shown the workflow for this requisition.
e Click on the requisition number to open the requisition for additional review.

- B R e e N R

= Approve PR744273 - Larry's Training Material Test
Meeds approyval 1 . . . .
Review the request details and then taks the appropriate action; for exampls, depending on the request status, you can approve, deny,
edit, submit, receive, invaice, open, or close the requp

How To Screen Details

Eac
[ Summar ¥ S Appraval Flaw % Orders * Receipts
Larry's Training Material Test
=
rhendersiood
azz
zoos
PO Categary: MR

Send ALL itemns to eProcurernent: |

Line Items

Mo. Type SR Salicit Description Oty Unit Price
T Dell Notebook for Director = =ach $2,295.00000USD  $65,885.00000UG0
Dell Notebook for Director

ropUters

330-DELL
0 Technologies Agency - E136

Tetal Cost: $6,885.00000USD

[shipping - Entire Reauisition -

e You must click Edit if you need to change the requisition. You can edit only if you
have been given Edit Approval authority in your eVA personal user profile. It is not
anticipated that there would be any need to edit at this point since the requisition will
have already gone through a technical review at the agency level as well as at VITA.

e The primary purpose for the AITR review is for the acceptance of the financial
obligation created by the order.

e Changes/edits to the requisition will start the approval process over.

Click on Detail to review the remainder of the requisition.



& DD P B S

Toggle Currency

Preferences Toggle Tips

Requisition Details: View Line ltem

FR744273: Larry's Training Material Test
Items: 1 Total: $5,885.00000USD

Review ling itern details, such as accounting and shipping information,

How To Screen Details

Line Item Details

- Mo 1
g Description: Dell Motebook for Directer
Supplier Part Number: Dell-12345

supplier auxiliary Part 1D:

Guantity 3

Unit of Measure: each

Price: %2,295.00000U50D

Commaodity Code: Computers, Notehook computers

Supplier: Dell Mon-Catalon

Contact: Dall Marketing -Man-Catalog fod
Contract #: W A-040330-DELL

srmall Business: —

Minarity Business: —

wornan Owned Business: [

MIGP CommaodityCode

Bill To: Wirginia Information Technologies Agency - E136
Additional Data:

Accounting - by Line Item

Fund Detail

Program/Sub-Program: s0z0s

- @R AEE BB S

= | & - o |

woman Owned Business: [ o

MIGP CommodityCode:

Bill To: Wirginia Information Technologies &aency - E156
Additional Data:

Accounting - by Line Item

Fund Detail: o100
Frogram/Sub-Program: s0z204
Sub Object: zeiz
Cost Center: 285
Project: BE015
WITA Agency Use: 4z3

Grant:

Shipping - by Line Item

Ship To: Dept of Historic Resources-Admin Services

Deliver To: Renita Henderson

Meed-by Date: ? Fri, 11 Mar, 2005

[comments - by Line Item

Add Comment

Henderson, Renita last visit 2/28/2005 6:17 AM. eUA Nodes

1996 - 2003 Ariba Inc.

e Review and edit as appropriate.
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Add Tteme
E El vvarning
Sheckoue
Thiz request has oenerate A warninos; review & he warninas.
« O The changes you've made to this request req it to be - ted v with

e When an edited requisition is saved, the above message will appear indicating that the
workflow will start over because of the edit of the requisition. Since the requisition
has changed it is appropriate that previous approvers review and approve again.

e Click the Save button again and the requisition will go back into the approval
workflow.

- - AEFIB-SE-EF

Toggle Tips Toggle Currenc ¥

Approve Confirmation

Canfirmn you are approving the request, To movs approved iterns out of your To Do list, archive the docurnsnt to the default A ch e
Ttermns folder or select another folder. See the anline help for information about the partition to which the docurnent ca

How To Screen Deta\ls

You chose to approve PR7A4273.

& ¥ archive itemis) to falder: | Archive Iters -

q

Hendersan, Renits last visit 2/28/2005 10:40 AM. eWA MNodes @ 1996 - 2003 Ariba Inc.

e Click OK to confirm approval.
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Receiving Orders

Infrastructure Goods and Services: Receiving for all IT infrastructure goods and
services orders must be accomplished in eVA. When an order reaches the Ordered status,
a receiving document is created and placed in the receiving in-box of the person
designated to do the receiving. If the agency is set up for Desktop Receiving the shell
will be available to the person who initiated the order. If the agency is set up for Central
Receiving, the receiving must be done by the person or persons given the receiving role.

Non-infrastructure IT Goods and Services: These services will be ordered from a
commercial supplier and Billed To the agency. Therefore, VITA does not require
receiving in eVA for these items.

/= e¥A Home Page - Windows Internet Explorer provided by ¥irginia IT Partnership
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¢ Welcome to eVA!
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S Jon Hansen, Touts Value of eVA
stan-up Vendor Benefits
- ...the Commonwealth of Virginia's
VA TRAINING * SWaM Benefits s VA program is stil a coruscating e T
. A example of what can happen when &VA broadens the playing field by
VIP TRAINING Testimonals um you get it right! Read More... &lgz\nmw"'ummﬂ:h‘smam
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&) Quick Links E] Login 0.5 & Stato Flage
; Buy A State Fla
What is eVA? Chief of Staff 10/08/08 Memo Ordera \)'ar‘\ety of US gnd
Regarding Required Use Of eVA... Virginia state flags in our
® eVA News More Info public online store.
® State Contracts .
} Transition Plan template... & More..
® Solicitations & Awards (VBO)  click here
NIGP Code Look Up ® Future Business Opportunities
® Billing & Payment Portal W
UNSPSC Code Look Up
® eVA & VAPP Dashboard
Recommended Browsers ® Public Reports & PPEA Opportunities
DPS WEBSITE ® Local Government & Public Schools
# Vendor Resource Center
# Procurement Office Lookup
. Virginia Institute #® VA Vendor Data Standards Support Page
of Procurement O AT s S ting EA P &
e ocuments Supportin rojec
2011 Class ® Standards for 5 F:ijng :
Schedule andards for Speed Radar Devices
w ® Debarment List and Prohibited List B2 .
[EJ Buyer Login [ Vendor Login LS SVR SHoN
Services Procurement “ u 5 willion Items
bl e —— N — 2,064,445 Ordars
] E— bt ] sp5mmen spent
- Login Login eVA Tools
J=T 983 Catalogs By
Password Problems? Click here VA or Ariba ;
Password Problems? Click here e Agencies [y =l
. i FL
[pane [T [ [ | [Sdiocalintranet [va - [®10% - 4

distart] @ - [F - SentTem... | g MaasDipr... | @ arbaBuy... | @ aribaBuy... | @ arbaBuy... | i) Business R...| 5] EPe367St ... | ] nstruction. .. |[ & eva Hom.., |~ A€M FO5LIN W BT @ 2usem

e To login go to www.eva.virginia.gov
e Enter your Userid and password and click login.
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http://www.eva.virginia.gov/

At this screen click Shop Now on the left navigation bar.

/- ADYANTAGE Procurement Portal - Windows Internet Explorer provided by ¥irginia IT Partnership

@Ts;- [] hitpsibuyer.epro copde. comfindex.jsp =1 (][4 )< [R¥ 1ve search o

| Fle Edt Wew Favortes Tods Help
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{8 ADWANTAGE Procurement Portl J %3 v B - ) - Page~ Safety - Tools - (@

Welcome Edwards, Tammy (E136VITA) February 2, 2011 - 2:45 PM PortalPRODZ
KNOWLEDGE CENTER More links and eVA tools here! I::> [ <Quick Links>
/J
eMall (Shop Now'
eProcurement
Ouick Ouote Clear Results VA User Group | Alerts | eVA News | Other Articles
Reports & Documents
ALERTS
Portal Home Page VENDOR Rl TRATIONS DEACTIVATED FOR NON-PAYMENT
A1 PREMIERE PUNCHOUT - NOT AVAILABLE
Accessibility & On 1/31/2 an updated listin Sho that have been deactivated for nonpayment of eVA fees A1 Premiere Punchout Catalog is currently not
Customer Support & was published. This list c; 2 accessed b p :::”::: We will announce when catalog is
po® 5 & K OFFICE PRODUCT S-PUNCRUT D NOW
The 5 & K Office Products Punchout cataMgi roblems. If you are unable to access, please use the Nan
Catalog Ordering Method. We will announce WrremrmTeTssUes are Testived
NEW PunchOQut Catalog! VISION BUSINESS PRODUCTS
vision Business Products, IT products, computers and accessories and supplies, etc., has implemented a new punchout
catalog. To access, on the Add ltems screen of your requisition select the PunchOut Catalogs category. Perform a Keywords
search for vision punchout
BARNES & MOBLE Punchout Catalog Unavailable
The Barnes & Noble Punchout Catalog is currently unavailable. We will announce when the issues are oo

resolved
NIGP Commodity Codes:Retired/Deleted & Repl.
The upgrade to the eVA NIGP and UNSPSC codes is still on track for the end of February!

To help everyone with the changes. please find below a link to the list of NIGP v11 codes that are being retired/deleted &
their v20 NIGP replacement codes. More Alerts
Page 1 0f 2 |< [<<] [>2] 3|

eVA News

eVA Billing Ir ion - Freight/Shipping Commodi

Shipping / Freight

Exempt from eVA Transaction Fees

There are two (2) exempt options for Shipping & Freight when used as a separate
ling item in an e-Mall order

l [T [ ®[ [ [V irkoownzone (Med) [ 75 =
Aistart| @ v (@ 7 o senerem... | ymasipr... | @ arbasuy.., | @ abssuy.. | @ anbasuy... | ] susnessR.. | G epsserst .| B mstution...|[@ apvanta_ [ 2GR LGS

Click on the Receive button
-2 - DA AT I E S
hd

Preferences Toggle Tips Toggle Currency

~ To Do
Approve Beguests 58 Approve (O
Watch Reguests
~ Status
Composin 50 /
Subrmitted = status IO
Approved z298
Denied 1

~ Create
Requisition

Compsny eForm Create O

~ Explore testps, uat last visit 2/28/2005 11:09 AM. eva
Searches

Catalogs Return to al

Folders

System News |

~ Report

& o WELCOME ewA Buyer!
eports

~ Receive Mew eMALL made SIMPLE!

b e i Changes have been made to the emall to streamling your
SUA ordering process! Click here to learn what's different

~ Reconcile and new and how it will help You!

http:ffwwm . eva state wa.usflearn-about-evas/8-1-small-
notes.htm

testoS. uat last visit 2/28/2005 11:05 AM. eva NodeS @1 1396 — 2003 Ariba Inc. =
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Toggle Tips Toggle Currency

Preferences

Select Order

Select feceint Bl select Order - Search

Receive

nter search criteria if available, and search to find requests that match your criteris. To select a

ype of request to recer
est, click the 10

Additional Info
How To Screen Details

Summary

Advanced  Back to Select Order

[order 1D =] [EPz00S71

ch Results

Enter search criteris above

testpS, uat last visit 2/28/2005 11:09 AM, eVA NodeS 1996 - 2003 Ariba Inc.

o Enter the order number (EP) that you wish to receive and click search.
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Toggle Tips

Select Order Receipt RC201335: EP200671 - Dell Test - 01-20-2005
Select Receipt El Receive items
Receive

Enter the amount or quantity you are accepting or rejecting, and include the recsipt date. When entering reisction details, sxplain your
h lest I n

reason for rejection in comments. When wverifying a milestone, indicate whether or not the milestone is complete. If the mile
Additional Info be completed, explain the reason in comments.
How To Screen Details

o f BEEEPE AIL| -
3 :
] Unit Prew. Accepted Accepted Rejected Date Received
Latitude DEDO;INtelREG PentiumREG M
1 4 Processor 725 (1.60GHz) w/ 14.1in XGA sach 0O (] [o [Taday |
Display
order 1D: EP200671
order Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Dell - UAT Testing Do NOT madif

Class Order: 7 CYes & Mo
Date: Teday, 1159 PM =
Processin g Stat Receivin a

Comments - Entire Receipt

S =

= <

e The receiving document will open.

o |f the entire order has been received, you can click Accept All at the top or you can
type in the quantity received in the Accepted box.

o If you are receiving/accepting less than the full order quantity, type in the actual
quantity received.

e The Date Received is defaulted to the current date. This date should be changed to
reflect the actual date received by clicking on the calendar and selecting the received
date.

o Note that the default on the Close Order is “No”. If you do a partial receipt by
entering a quantity of less than the quantity ordered or not receiving all lines, the
system will create another receipt document for the remaining quantity and put it in
the Receive folder.

e If you receive less than the full quantity and the remaining items will not be provided

by the vendor, Close Order should be changed to “Yes.” In this circumstance the
system will not create another receiving document.
e After completing all entries, click the Submit button at the bottom of the screen.

S N e - e s e N R |

vau successtully received the selected items. Continue receiving or return to the home page.

. In the previous receipt, two of the four items were received.
Clicked on return to Home.
o Click on Receive again.
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Toggle Currency

Preferences Toggle Tips

Select Order

Selsct Recsipt El select Order - Search

Receive
Select the type of request to receive, enter search criteria if available, and search to find requests that match your criteria. To select a
additional Info request, click the 10,
How To Screen Details

Summary

[order 1o =] [EPz00871 Search]| Advanced  Back to Select Order

Search Results

Enter search criteria above

testps, uat last visit 2/28/2005 11:09 AM. eWA MNodes 1996 - 2003 Ariba Inc.

e Search for the same order again.
E->-PR A AESGE R-SHE-EH

Preferences Toggle Tips Toggle Currency

Select Order Receipt RC201335: ER20067L - Dell Test - 01-20-2005

Select Receipt E] Receive ltems

Rrusus Enter the amount or quantity you are accepting or rejecting, and include the receipt date. When entering rejection details, explain your
reason for rejection in comments. When verifying a milestons, indicats whether or not the milestans is complete. If the milestons will not
Additional Info be completed, explain the reason in comments.

How To Screen Details

Summary

Line Items - Quantity Receiving Needed

Mo. Quantity Description Unit Prew. Accept: Accepted\Rejected Date Received
Latitude D6E00;INtelREG PentiumRES M

1 4 Processor 725 (1.60GHz) w/ 14.1in ®GA each O [l [raday B
Display
Order 1D: EP200871
Order Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Dell - UAT Testing Do NOT madify

Header Cross Reference:

Close Order: 7 i res & Mo
Date: Today, 1:59 PM ]
Processing Status: Receiving

Comments - Entire Receipt

Comments: =]

= S

e Note: You will see 2 under Prev Accepted for the two previously received.
e An additional quantity is received.
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Re-open Order for Receiving to Create a Change Order: An order that has been fully
received or has been closed for receiving must be re-opened for receiving before a change
order can be created.

- D [ | D e S| 5y S - =

[N select order
EA solocy Bocmios EN sSelect Order - Search

iteria if available, and search to find requests that rmateh yeur criteria, To select &

Pl Additional Info
How To Screen Cetails

(3 summary

Search Results

Erter semrch criters aboue

e In the previous steps we created two receipts for EP200671 to fully receive the order.
There may be occasions when you need to re-open a closed order for additional
receiving or you need to do a change order to add additional items to the original
order.

e An order that has receiving closed can’t be changed without re-opening for receiving.
To re-open, go to Shop Now, Click the Receive button, enter the order number and
click on Search.

- R - e e N

Recsive

BC201aas EPZ00&71 Coall Tast - 01-20-2008 Tadsy, 1:59 PM Approve o

Bezolens EPZO067 Gl Test - 01-20-2005 Taday, Zioa P Approved

EPzooe7l

Dell Test - 01-z0-z00S
Lol
amll - AT Tes e M £
Plma

2ona

¢ Note that the order is closed to receiving.
e Click on the Reopen Order button.
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Preferences

Select Order
Select Receipt

Receive

-+ -PRAN AT B3NS M-

Receipt RC201911: EP200671 - Dell Test - 01-20-2005

E] Receive Items

=

Toggle Currency

Toggle Tips

Enter the amount or quantity you are accepting or rejecting, and include the recsipt date. When entering rejection details, explain your

reason for rejsction in camments. Whan verifying a milestone, indicate whether ar not the milestans is complets. If the milestane will not

Additional Info

Summary

be completed, explain the reason in comments.

How To Scresn Details

Line Items - Quantity Fully Received

No. Quantity Description Unit Prew. Acceptdd Accepted Rejected \Date Received
14 Frocessor 725 (1.60GHE) wf 14.1in HOA cach 4 — [fodas =
Display
order 1D: EF200671
order Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Cell - UAT Testing Do NOT madif

Header Cross Reference:
Close Order: 7
Date:

Processing Status:

@ ves {7 MNo
Today, 2:12 PM

Receiving

Comments - Entire Receipt

Comrnents:

| - =

e The system opens a new receipt for additional receiving showing the ordered quantity
fully received.
e Click Exit.

-0 - R A VEDI | B-SE-S

Preferences Togagle Tips Toggle Currency
Confirm Exit

¥ou have asked to exit a request you are editing. Select an action to take with this request.

Ymedmng RCZ01911 - Receipt for EFZ00671, Choose what you would like to de next.

+ Save this request
Undn any changes
« = com ng on this request

4/ e print a copy of this request

How To Screen Details

testpS, uat last visit 2/28/2005 11:09 AM. elWA NodeS 1996 — 2003 Ariba Inc.

¢ Click the Save button to save the receipt for subsequent receiving.
e Return to the Home page.
e Click on Status.
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-2 -0RAQAETE B-SE-2

Preferences Togagle Tips Toggle Currency

7 Status Status
Composing il
Click a request's [D or title to view request details. You can click check boxes to select one or more requests and then take an
Submitted appropriate action; for example, move selected requests to a folder.
Approved 298 How To Screen Details
Denied 1
Show all 351 Requests in progress: 351 4 Page m
[T Type ID Date Created Status Title Total
" r PR202426 Tue, 25 Jan, 2005 Caomposing Golf Clubs $2,500.00000U5D
a |L PRZ0Z475 Mon, 24 1an, 2005 Composing Copy of Copy to POB-Larry $32,500.00000US0
|L ERZ02424 Mon, 24 Jan, 2005 Ordering Copy to POB-Larry $32,500.00000USD
lL PRZ0241< Sun, 23 Jan, 2005 Received Copy of Equipment $35,750.00000US0
lJ. PRZ02413 Sun, 23 Jan, 2005 Ordering Equipment $35,750.00000USD
lL PRz02412 Sun, 23 Jan, 2005 Ordering Untitled Reguisition $10.00000USD
lJ. 00:QQ000631 AWDI123 Sat, 22 Jan, 2005 Submitted  test $41,4680.00000USD
'J. Q0:QOO00E31 AWDIZZ Sat, 22 Jan, 2005 Ordered test $41,480.00000USD
IL ERZ02393 Fri, 21 Jan, 2005 Composing  Untitled Reguisition $375.00000USD
lJ. = Thu, 20 Jan, 2005 Crdered Cell Test #2 - 01-20-2005 0000UsD
2344 Thu, 20 Jan, 2005 Receiving Dell Test - 01-20-2005 j_mD
IL QOiQoD01se1 AWD120 Wed, 19 Jan, 2005 Composing ST 1467 $300,00000U50
lJ. PRZ0OZZ60 Wed, 19 Jan, 2005 Ordering Untitled Requisition $999.000000US0
lL PRZ02227 Tue, 18 Jan, 2005 Ordering swarn test - 1-19-05 $30.00000USD

—

Move to Folder: | Archive Items 'I
testp5, uat last visit 2/28/2005 11:09 AM. eWA Nodes @ 1996 - 2003 Ariba Inc.

¢ Note that the order is now back in a receiving status.
e Click on PR202344.

Toggle Tips Toggle Currency

= Status PR202344 - Dell Test - 01-20-2005

Composing 50

Preferences

Review the request detsils and then take the appropriats aghaf; for example, tepending on the request status, you can approve, deny,

Submitted 4 edit, submit, receive, invoice, open, or cose the reques

Approved 298 How To Scresn Details
Denied 1 Back to Status

show all 351

(Shenge] [Feeeive] -

q J Summary % Approval Flow % Orders + Receipty  History \

Title: Dell Test - 0N-20-2005
Use PCard: -

PCard number: utestpS0011

Entity Code: Piga

Fiscal Year: 2004

PO Category: ROL

Header Cross Reference:
ERP Requisition Mumber: test 2

Do not send any iterns to eProcurernent: |

Send ALL iterns ta eProcurement: ~
[Line 1tems Hide Details
No Order Description Oty Unit Amount Action
1 EPzonsyy Lottude DEOOINteREC PentumREG M o oo 41,715.37000USD $6,863.85000USD
rocessor...
Supplier: Dell Latitude DE00;IntelREG PentiumREG M Pracessar 725 (1.60GHzZ) w/
Contact: Dell - UAT Testing Do NOT modif 14 .1in XGA Display

Comrmodity Code: Computers, Notebook computers

Contract Murnber:

Bill To: P194- DPS Mail Room
small Business:

Minarity Owned Business: [
wioman Owned Business: [

Total Cost: $6,863.88000USD -

Note that the order now has the Change Order button.

e Click Change to do a Change Order.
You may now add items and you can make some edits to the fully received item.
However, you cannot delete the fully received item nor can you delete the item.
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